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Printing Instructions
1. Enter Department Name.
2. Enter the first date to print. 
3. Enter the number of days to print.
4. Enter in the number of pages required per day (there are 23 rows per page)
5. Check "Include Saturday" to include a page for Saturday.
6. Check "Include Sunday" to include a page for Sunday. 
7. Click the "Add Pages" button on the next page.
4. Print the form.
5. After clicking the "Add Pages" button, to make any changes, you will need to click the "Reset Form" button first.  
DAILY TIME AND ATTENDANCE SHEET
INSTRUCTIONS
1.  Enter actual arrival and departure times.
2.  Each arrival and departure time is entered on a separate row.
3.  Legibly sign name and enter "time in" on the first available row.
4.  Fill rows consecutively, in chronological order.  
5.  When a tour starts with leave, enter the number of leave hours on the same row as the time in.
6.  When a tour ends with leave, enter the number of leave hours on the same row as the time out.
7.  Annotate approved credit hours earned or taken in the Comments block
8.  For full days of leave, sign name and enter numerical value in appropriate column.9.  For employees not reporting to work, supervisors will print the employee's name on the next available line, annotate appropriate hours of leave, and initial the entry.
10.  Preprinted names are not authorized. 
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